
INSTRUCTIONS: See Publication No. 76-RM-! for inmuctions on completing this form.'Fo&rd signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

FOR AGENCY USE 
Usplieaion Date 

ipplication Number 

1. Agencq Address 
Department of Education 
Of f i ce  of I n s t r u c t i o n a l  Serv ices  

Program for t h e  Gif ted 
.Div is ion  of Spec ia l  Programs 

!. PersontoContact 
Margaret 0. Bynum 

1. Dater of Series 
iar l iest  Latest  

1976 1 presen t  

Working Title 
Coordinator 

5. Records Series Tit le (followed by title used in office; if different) 

PROGRAM FOR THE GIFTED BUDGET REFERENCE FILES 

FOR RECORDS MANAGEMENT USE 
Awlicattm Number 

6 2 - 4 4  
Date Received Date Completed - 

l.FEB 8 1982 7 1982 
Telephone Number 
656-2428 

1. Record Series Description This file contains tho follnwing documents (include form numben and titles, if any): 
Reimbursi~f ig  S t a t e  Advisory C m i t t e e  members f o r  expenses incurred t o  a t t e i  

Documents relating to:/ Pgyitrg i n s t r u c t o r s  t o  a t t end  Spring and F a l l  S t a f f  Development Workshops 
and o t h e r  meetings,  and t o  paying for s u b s t i t u t e  t eache r s  dur ing  i n s t r u c t o r s '  absences 
from school .  

t r a v e l  expense vouchers,  copies  of purchase' o rders  and r e q u i s i t i o n s ,  records  
of payments t o  s u b s t i t u t e  t eache r s ,  l ists of a t t endees ,  e t c .  Also included are logbooks 
conta in ing  r e q u i s i t i o n  number, sys tem/ indiv idua l ' s  name, d a t e ,  amount of payment, and 
which meeting a t tended .  Also included a r e  Statewide Advisory C m i t t e e  expense  accounts 

lnduded are: 

f o r  t r a v e l  and subs i s t ence .  - -  -~ ,. / 

c. 
. .  .\. 7 ~. . .- ?. , .. .. 

.. File is arranged: chronologica l ly  by f i s c a l  y e a r ;  thereunder  by name of worf&hop/meeting." -> 
,~. . I 

1- . : ~  . 1'. 
< -~ . ~. 

3. Monthly Reference Rate 

One to six months old 

3. Annual Rate of Accumulation of Remrdi 

Lenersize drawers 112; Legalsize drawers ;Shelves ;Other lrpecifvl 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 
twenty-five months and older 0 7 -  

R-50-71; Rev. 76 Jowl 



contain confidential information requiring security handling? If  yes, cife law or regulation. 

1 
1. I Setention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 1 years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or exert of laws or regulations. Explain administrative need. 

Office,reference requirements 

. .  . ~. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; Fixal Year; R Other then. 

~~ - 
Hold in the current files area month(s) - year(s);then 

0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpecify) 

yearb); then 
yeark); then 

These instructions apply to a l l  prior and future accumulations of the series. 

lemmmendations in para- 
raph 12 are approved. 
I f  disapproved, attach letter 
if explanation.) 

~ .- 
. i  ~ ~. . . ~ . . .  


